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EXECUTIVE TELEPHONE BASIC TELEPHONE 


Flexible 
Buttons 


* The Basic Telephone has no 
speakerpnone 


PLACING AN OUTSIDE Press outside line button. 
CALL ¢ ON/OFF button will light & you will hear dial tone. 


ANSWERING AN OUTSIDE 
CALL 


SPEAKERPHONE 


IN] 


 SPEEDCALLING- = =~ + - ___ CALL FORWARD” 


~_ = — o-_.__ 


FLEXIBLE BUTTONS 


There are 2 volume contro! wheels on the right 

side of the phone. Rotating the wheel toward 

you will decrease the volume. 

Front Wheel- voice, background music & 
speakerphone. 

Back Wheel —tone ringing volume. 


MUTE BUTTON Provides privacy during speakerphone or handset | 
* Refer to Flexible Buttons operation by disabling the microphone. 
e If you have a programmed mute button, 


press while off hook to activate (LED lights). 
e Press again to deactivate (LED extinguishes). 


e Press ‘8 on the dial pad (Music is heard). 
8 e Press ‘8 again & music is discontinued. 
(When you lift the handset or press the 


ON/OFF button, mGsic is automatically 
discontinued.) 


VOLUME CONTROLS 


BACKGROUND MUSIC 


PLACING AN OUTSIDE e If your system is programmed to have 
LINE ON HOLD exclusive hold preferred, press HOLD once 
for exclusive hold & twice for system hold. 
e If your system is programmed to have system 


hold preferred, press HOLD once for system 
hold & twice for exclusive hold. 


ANSWERING & RECALL e When an outside line has remained on hold 
for an extended period of time, you will be 
reminded with a recalling ring. 

¢ Press outside line button flashing very fast. 
e Lift handset to converse. 


FLASH Disconnects present outside line & reseizes 


NOTE: Behind a PBX, Flash is used to outside line dial tone. aan 
transfer a call. ¢ When connected to an outside line, 


press FLASH button. 


SPE 


ED CALLING 


CALL PICKUP Go UST De In i Kup gf St 
e You hear an unattended phone ringing 


e Lift handset & dial ‘6"’ 
e You will be connected to the calling party 


PLACING AN INTERCOM e Press station button of party you wish to 
CALL call if programmed at oak phone. 
r 
e Lift handset & dial station number (10-33). 
e You will hear: 
— Ringing if called station is in ‘‘T’’ 
answering mode. 
— 3 bursts of tone if called station is in ‘‘H’’ 
or ‘“‘P”’ position. 
e Lift handset or use speakerphone when tone 
bursts stop. 
e Hang up to end call. 


ANSWERING AN INTERCOM With your signal switch in the 

CALL e T mode, you will hear 2 bursts of intercom 
tone ringing & your HOLD button will slow 
flash. 


Lift handset or press ON/OFF button to answer 
Hang up to end call. 

¢ P mode, you will hear 3 bursts of tone, a one 
way announcement & the HOLD button will 
flash. 
The calling party cannot hear conversations 
in progress. 

© H mode, you will hear 3 bursts of tone, an 
announcement & the HOLD button will flash. 
Reply handsfree or lift handset for privacy 


e Reset alarm condition. 
® Go off-hook. 
e Dial ‘‘9”’ 


ALARM [2] If you hear alarm signals on your telephone, 


SPEED CALLING — 


CALL TRANSFER SOE | aS can De Ta Sersc Tom oe pore 


SCREENED TRANSFER e While connected to an outside line 


* Refer to flexible buttons press station button where call is to be 
transferred (if programmed on your phone) 
or 


STATION | oR | TRANS e Press TRANS button & dial station number 
= ci (10-33). 


e The called extension signals according to 
its intercom signal switch position. 

e When that extension answers, announce the 
transfer 

e Hang up to complete transfer 


UNSCREENED e Once the called extension begins to signal, 
TRANSFER hang up to transfer the call. 


: 


e When attempting to locate a party, you can 
press a station button to signal a station. 
If the party is not located, press another station 
button to continue the search. 
Or 
e Press the TRANS button & dial the station 
number If the party is not located, press 
the TRANS button again & dial another 
station to continue the search. 
e When the called party answers, hang up to 
complete the transfer 


TRANSFER SEARCH 


ANSWERING A SCREENED e Your intercom will be signaling according to 
TRANSFER the intercom signal switch position. 


e Answer the intercom & receive transfer notice. 
e Press the outside line button or loop button 
flashing on Hold. 


EXECUTIVE/SECRETARY e If you are designated the EXECUTIVE station 
TRANSFER & your phone is busy or in DND, all intercom 
& transferred outside line calls will be routed 


to the SECRETARY station. 

e If you are designated the SECRETARY station, 
you Can signal the EXECUTIVE that is busy 
or in DND by using the Camp On feature. 


CAMP ON 


-_ -_ ~— if 


NOTE: If a station is in DND e™7 ED wou 
only the attendant can ® Press The MSGICP ON Dufion = 
Canp orn © Called Sain wil recewe two bursts of nngng 
® Vat rr he [Sor se 
ANSWERING A asare e You are on a connected call, hear 2 bursts 
CAMP ON of muted ring & your MSG/CP._ON button is 
flashing. 
e You have a Call waiting for you. 
e To answer press the MSG/CP.ON button. 
Any outside line you are connected to will 


be placed on hold. You may converse with 
the station placing the call. 


WAITING INDICATION station. 
© If you dial a station that is unattended, 

you Can leave a callback message indication. 
e Press the MSG/CP.ON button once. 
¢ Called party’s MSG button will slow flash. 
e Hang up. 


LEAVING A MESSAGE Pies Up to 5 messages can be left at any one key 
CP.ON 


—_ ™ — —— 
ANSWERING A MESSAGE ’ The first message left will be the first one 
WAITING INDICATION | cess, | called. 


e If your MSG/CP.ON button is flashing at a slow 
rate, you have a message waiting for you. 

e Lift handset. 

e Press flashing MSG/CP.ON button. 

Station that left message will be signaled with 
tone ringing. 

If called station doesn’t answer press MSG 

button once to leave message indication. 


NIGHT SERVICE e Attendant presses DND button at that station. 
e To remove, press DND button again. 


UNIVERSAL NIGHT e You hear an outside line ringing at another 


ANSWER (UNA) Station & wish to answer it, ’ 
e Lift handset and dial *‘5’’ 


e You will be connected to the ringing 
outside line. 


CONFERENCE 
COMBINATIONS 


ESTABLISHING A 
CONFERENCE 


EXITING A CONFERENCE 
(Controller only) 
Note: Multi-line unsupervised 


conference is not available 
in Canada. 


© 2 rtermal & 1 extemal party or 3 party 
rtemal is an Add On Conference. 


* | meme & 2 extiema! parties is 2 Mutt 
Line Conference 


A maximum of 3 parties can be included in a 

conference. 

e Lift handset. 

¢ Select intercom station or dial outside party. 

e When called party answers, 
press CONF button. 

e Add next conference party by selecting another 
outside line or intercom station. 

e When party answers, press CONF button. 

e All parties are connected. 


There are 3 methods of exiting a conference. 

e Press the ON/OFF button to ON & replace 
handset (to monitor a conference). 

e Press HOLD button to place outside parties 


on hold. 
Hold timer starts. If one of the 2 parties is 
internal, that party wil be dropped. 


e Press CONF button to leave other conference 
parties in.an unsupervised conference. 
CONF button will flash & timer will start. 
There will be a warning tone before the other 


parties are dropped. 


RE-ENTERING A 
CONFERENCE 


TERMINATING A 
CONFERENCE 


When the controller re-enters the conference, 

the disconnect timer is reset. 

e Lift handset to re-enter a monitored 
conference. 

e To re-enter a conference placed on hold, 
repeat steps for establishing a conference. 

e To re-enter an unsupervised conference 
(multi line), lift handset. 
To re-enter an unsupervised conference 
(Add On), lift handset & press flashing CONF 
button. CONF button lights steady & you 
hear confirmation tone. 


e Replace handset or push ON/OFF button to 
off. You must be actively in the conference. 


STORING SPEED e Press SPD button. 
NUMBERS spo | e Dial an asterisk (*). 


Pressing the TRANS/QUE will e Dial speed bin location. 

insert a pause command; 00-09, 90-99 = station speed 

pressing the Flash key will insert 10-49 = system speed numbers 

a flash command; © Select desired outside line or one will be 
Dialing an * will insert a pulse chosen automatically. 

to tone switchover: Dial telephone number 

CONF will insert a e Press HOLD button. 

“No Display” prompt. © Hang up. 


NOTE: System speed numbers are 
entered at the attendant 
Station. 


DIALING A If no outside line has been specified in 
SPEED NUMBER programming, one will be chosen automatically 

or you can choose one now. 

e Press SPD button & dial bin location. Or 

e Press programmed speed button 

(refer to Flexible Buttons). 

e When called party answers, pick up handset 

or use speakerphone. 


LAST NUMBER REDIAL e Press pound (#) key if on-hook — or 
press SPD and then pound key if off-hook. 
e The last number dialed over an outside line 
will be automatically redialed. 


ACTIVATING DO NOT re ° If you have been given the ability to place 
ISTURB wee % your phone in Do Not Disturb, press the DND 

— button (do NOT lift handset). 

e DND button lights steady. 


REMOVING DO NOT e Remain on-hook. 
DISTURB ¢ Press DND button. 
e Button LED extinguishes. 


lf you have been given the ability to forward 
CALL FORWARDING eeliecaits 
e Lift handset or press ON/OFF button. 
e Press FWD/DND button. 
e Press station button or.dial intercom number 
within 5 seconds where your calls are to be 
forwarded. 


e Hang up. 


e Lift handset or press ON/OFF button. 
onc * Press FWDIDND button. 
e Press your own station button or dial your 
own intercom number 
e Hang up. 


PAGING Stations off-hook or in DND will not hear the 


page. 

e Lift handset :& dial 2 digit paging code Or 
press programmed button (see Flexible 
Buttons). 

e Speak in normal tone of voice to deliver 

message. 
70 Internal All Call 
71- Internal Zone 1 
72 Internal Zone 2 
73 External Zone 


74 All Call 
MEET ME PAGE : e You wish to have another party call you. 
a3 + e Lift handset & dial ‘‘74’’ or press programmed 
button. 


e Request that party meet you on the page. 
e DO NOT hang up; wait for the called party 
to answer 


ANSWERING A MEET ME +[5] © Go to the nearest phone & dial ‘75 


e You will be connected to the party that 
paged you. 


PAGE 


i USING ACCOUNT CODES e You are on an existing call. 
NOTE: If you dial less than 8 digits, e Press FWD/DND button. 
you must enter an * to end e Dial account code up to 8 digits (The other 
account code entry party will not hear the digits being dialed). 


Flexible buttons can be programmed by each individual telephone user 

These buttons however must have been assigned to your phone in the system database. If you have 
flexible buttons to program, you may assign one of the following features to an individual button. 
Programming a flexible button with one of these features gives you one button access to that feature. 
When programming a flexible button as a speed number bin, you must first program the telephone 
number into the bin (see Storing Soeed Numbers). 

You may then program one of your flexible buttons for one button access to that bin number 

If any of the features listed below is already on your phone, that button is a flexible button and you 
may at any time give it a new feature assignment. 

Buttons which access an outside line or group of outside lines or which are ptogrammed as a loop button 
are the only ones that cannot be changed by the station user 


TO PROGRAM FLEXIBLE Ea e Dial an asterisk (*). 
BUTTONS e Press button to be programmed. 


e Dial desired code. 
e Press HOLD. 


BUTTON PROGRAMMING CODES 


Feature Code 
DSS/BLF 10-33 
(STATIONS) 
Speed Bin SPD plus 2 digit no. 
00-09, 90-99 = 


station. numbers 
10-49 = system numbers 


Mute 40 
Meet Me Page 75 
Paging 


Internal Zone 1 71 
Internal Zone 2 72 
internal All Call 70 
External Zone 73 
System All Call 74 


Ba 


DISPLAY INFORMATION FOR EXECUTIVE KEYSETS 


Executive phones have all the features described in this user guide. In additional they have an LCD display 
Below are some examples of the kind of information that will appear on the display 


IDLE 


e If your telephone is idle, the station identification, 


time, and date are displayed. 

e After returning to a held call, the elapsed time 
of the call will be updated to indicate the total 
time in use. 


so a OO 


DIALING AN OUTGOING CALL 


e The number dialed (up to 24 digits), the outside 
line selected and the elapsed time of the call 
are displayed. 


LINE TRANSFER 


e The extension number transferring the call and 
the line number are displayed. 


RINGING LINES: 
¢ The oldest ringing line will be displayed. 


LCs eC Tb by 
a | ind 


SS a 


INCOMING INTERCOM CALL 


* The calling station's extension number is 
displayed, 


CALL FROM 1s 


aL ac ba tS ire 


OUTGOING INTERCOM CALLS 
° Calls to other extensions are displayed. 


CONNECTED TO AN INCOMING LINE 


e The line answered and the elapsed time of the 
call are displayed. 


RECALLING LINE 


* An outside line recalling from HOLD will be 
displayed, 


LIKE RECALLING 


eh Sr 


LONE ites 


LINE RECALLING 
FROM ANOTHER STATION 


e A recalling line and its source are displayed. 


RECALLING PROP LS 


oh Spy 


LIME iit 


CONFERENCE 


e While actively engaged in a conference call, 
the CONFERENCE prompt will appear 


CONFERENCE 


oh Sry 


PAGING 


e Paging calls are displayed according to the type 
of page and the zone number dialed. 
Possible messages are INTERNAL PAGE, 
EXTERNAL PAGE, INTERNAL ALL CALL, 
and ALL CALL. 


IMTERNAL FAME 


Md hE Spey 


aie I 


CAMP-ON 


¢ The calling extension is displayed during a 
camp-on. 


STORING SPEED DIAL NUMBERS 


e The number stored in speed dial memory and 
its speed bin location are displaed. 


BESS Leis 


orice? . 4 


hE Srey 


MESSAGE WAITING 


* Stations leaving messages at your phone will be 
displayed in the order in which they were 
received. The order in which extensions are 
displayed and recalled may be controlled by 
pressing the MSG WAIT button while the set is 
idle (handset on-hook). 


CALL PICKUP 


e A station placing an intercom call that is 
picked up by another station is displayed. 


on ie Cn or one ee 
co ee woe! Howe Hoge H “ 


ey | a" 
be dt sant Fae! 


Jal a he we 
wl hy Spey 


CALL FORWARD-STATION 


¢ When placing a call to a station that has been 
forwarded, this will be displayed along with 
were the call is forwarded. 


Pla EO TO TL PROP I 


wren en ar 


SO Ss 
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- SETTING SYSTEM TIME 
: AND DATE. 
YY = year 80-99 : 


DD‘=day 01-31 


_MM = minute. 00-59 


Se Re 
me 


TO- CANCEL A QUEUE 


c - 


-#PrésaSPDbution . - - oY 4 


- © Dial "50" 


Whiemonh Ose = | is 
a a _ « Enter date & time as fons. : 


/HH=hour 00-23° Se 


A station can 1 queue only 1 line at a time. 


a2 Press QUE button. 
es = up: : 


Must be set at attendant staion : 


¢ Dial an asterisk @. 


YY MM BD HH MM ee ae 


¢ Tou see that a particular outside line is busy = 
_& wish to be placed ona list waiting for 
"that line or a line in. that group to become ~ 

~ available. oe 

¢ Press desired busy outside line button. 


_. @ Lift handset or press = ONOFEBuiton. 
_¢ Press QUE button. = - 
__ * Dial tone will be heard. “ i 


eWesiaeringng d ctvoniias aera” 


aap pomp vaguest ie stew Stir. 


. « Lit handset. 


+ Press flashing outside fine button to 
answer. 


o Of your sions been progammmed wit) 


